Question (Eng) Question (Guj) Option A Option B Option C Option D Correct
Answer
What is a computer? §1c %j 82 Electronic machine Mechanical device Living being Vehicle A
CPU stands for? CPU Oj H\Q‘l allH %j 87 Central Program Unit Central Processing Unit |Computer Personal Control Processing B
Unit Unit

Brain of computer? $1RJeR0] HOI% 53] 87  |RAM Hard Disk CPU Monitor C
Which is input device? Balye (Scus 8% 87 Monitor Printer Keyboard Speaker C
Which is output device? ulBeye Bausu 53 8?7 |Mouse Keyboard Scanner Printer D
RAMis? RAM %j 87 Permanent memory Temporary memory Secondary memory Optical memory B
ROMis? ROM %j Y Temporary Permanent Volatile Cache B
Full form of ALU? ALU Oj H\Q‘l allH %j 87 Arithmetic Logic Unit Advanced Logic Unit Array Logic Unit Arithmetic Level Unit A
Which memory is volatile? 565 AH3L volatile 8?2 ROM Hard Disk RAM Pen Drive C
Which is secondary storage? As053| @ 8% 87 RAM Cache Hard Disk Register C
Cache memoryis? %9l A3l %j 87 Fast memory Slow memory Permanent External A
Which is primary memory? ylaMs AUl 56 82 Hard Disk RAM cD Pen Drive B
Which unit performs 2RLAR 58 Y2 52 B2  |ALU cu RAM ROM A
calculations?

CU stands for? cud LLQ‘[ ollH? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit %j 87 Binary Digit Byte Block Band A
Byte =7 1Byte="? 4 bits 8 bits 16 bits 32 bits B
1MB=7? 1 MB 352G KB? 1000 1024 512 2048 B
Which is 0S? WUl Reu 58 B2 |Windows MS Word Paint Excel A
Linuxis? Linux %j 7 Application Hardware Operating System Device C
Which is open source 0S? AUt A 0s 53 &2 Windows Linux DOS macOS B
Which key saves file? 18 Ad sl 5¢5 Q.? Ctri+S Ctri+C Ctri+V Ctrl+X A
Which key copies text? 2se sl s2al s¢5 slo Ctrl+X Ctrli+V Ctrl+C Ctrl+Z C
Which key pastes text? 2ske Ve sal 585 sl2  [ctr+C Ctrl+V Ctrl+X Ctrl+A B
Which key cuts text? 252 52 sl 585 §l? Ctrl+X Ctrl+C Ctrli+V Ctrl+Z A
MS Excelis used for? MS Excel oll ULt A Typing Calculation Drawing Music B

Hie?




PowerPoint is used for? PowerPoint oll GU20L? Calculation Typing Presentation Database C
MS Word is used for? MS Word oll GulloL? Typing Calculation Presentation Drawing A
Full form of WWW? WWW o LLQ‘[ ollH? World Wide Web Wide World Web Web World Wide World Web Wide A
Email means? Email oll wel? Electronic Mail Easy Mail Extra Mail End Mail A
Which is browser? WBRR 53 87 Google Chrome Yahoo Gmail B
Which is search engine? U ARt 8% 87 Chrome Google Firefox Opera B
URL stands for? URL o] H\Q‘l ollH? Uniform Resource Universal Resource Link (Unigue Record Locator |Uniform Record Link A
Locator

HTML is? HTML %j 87 Programming language [Markup language (O] Software B
Antivirus used for? odlcta Aol GUAL? Security Typing Storage Calculation A
Firewall used for? $laAR Aol GUALOL? Security Typing Processing Storage A
Which is hardware? sl8AR 53 87 Mouse Windows Linux MS Word A
Which is software? A2 AR 53 87 Keyboard Monitor Windows Mouse C
Cache memory is? %9l A3l %j 87 Fast memory Slow memory Permanent External A
Which is primary memory? ylaMs A3l 56 82 Hard Disk RAM cD Pen Drive B
Which unit performs 2RLA3 58 Y2 52 B2  |ALU cu RAM ROM A
calculations?

CU stands for? cud LLQ‘[ ollH? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit %j 87 Binary Digit Byte Block Band A
Byte =7 1Byte="? 4 bits 8 bits 16 bits 32 bits B
1MB="? 1 MB 52C KB? 1000 1024 512 2048 B
Which is 0S? WUl Reu 58 B2 |Windows MS Word Paint Excel A
Linuxis? Linux %j 72 Application Hardware Operating System Device C
Which is open source 0S? A uet A 0s 53 &2 Windows Linux DOS macOS B
Which key saves file? 18 Ad sl 5¢5 Q.? Ctri+S Ctri+C Ctri+V Ctrl+X A
Which key copies text? 2se sl s2al s¢5 slo Ctrl+X Ctrli+V Ctrl+C Ctrl+Z C
Which key pastes text? 2ske Ve sal 585 sl2 [ctr+C Ctrl+V Ctrl+X Ctrl+A B
Which key cuts text? 252 52 sdl 58 Sl2 Ctrl+X Ctrl+C Ctrli+V Ctrl+Z A
MS Excelis used for? MS Excel oll U0t A Typing Calculation Drawing Music B

H(2?
PowerPoint is used for? PowerPoint oll GUL0L? Calculation Typing Presentation Database C




MS Word is used for? MS Word oll GUllaL? Typing Calculation Presentation Drawing A
Full form of WWW? WWW o H\ch ollH? World Wide Web Wide World Web Web World Wide World Web Wide A
Email means? Email oll 2»{81? Electronic Mail Easy Mail Extra Mail End Mail A
Which is browser? oLGAR sq 82 Google Chrome Yahoo Gmail B
Which is search engine? UL AoBot sq 87 Chrome Google Firefox Opera B
URL stands for? URL¢] LLQ‘[ ollH? Uniform Resource Universal Resource Link |Unique Record Locator (Uniform Record Link A
Locator

HTMLis? HTML %j 87 Programming language |Markup language (O] Software B
Antivirus used for? Aol ¥l GUAL? Security Typing Storage Calculation A
Firewall used for? $laAR cAlctell GUA0L? Security Typing Processing Storage A
Which is hardware? sl8AR 53 B2 Mouse Windows Linux MS Word A
Which is software? Aged? 53 82 Keyboard Monitor Windows Mouse C
Cache memory is? 39l AHAl %j 87 Fast memory Slow memory Permanent External A
Which is primary memory? 11[8[@8 AU 56 B2 Hard Disk RAM CD Pen Drive B
Which unit performs a3l 58 Y2 52 B2  |ALU Ccu RAM ROM A
calculations?

CU stands for? Cud] H\Q‘l ollH? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit %j Y Binary Digit Byte Block Band A
Byte=? 1Byte="? 4 bits 8 bits 16 bits 32 bits B
1MB="? 1 MB 52C KB? 1000 1024 512 2048 B
Which is 0S? WUl Reu 58 &2 |Windows MS Word Paint Excel A
Linuxis? Linux %j 87 Application Hardware Operating System Device C
Which is open source 0S? wUot A 0s 8% 82 Windows Linux DOS macOS B
Which key saves file? SIS A sl 585 512 Ctrl+S Ctri+C Ctrli+V Ctrl+X A
Which key copies text? 2see sl s2al ¢ Q.? Ctri+X Ctri+V Ctri+C Ctrl+zZ C
Which key pastes text? 2se Wre sal 58 2 [ctrl+C Ctrl+V Ctrl+X Ctrl+A B
Which key cuts text? 252 82 scl 58 gl? Ctri+X Ctri+C Ctrl+V Ctrl+zZ A
MS Excelis used for? MS Excel oll GullaL Al Typing Calculation Drawing Music B

H(2?

PowerPoint is used for? PowerPoint oll GU201? Calculation Typing Presentation Database C
MS Word is used for? MS Word oll GulloL? Typing Calculation Presentation Drawing A




Full form of WWW? WWW o] LLQ‘[ ollH? World Wide Web Wide World Web Web World Wide World Web Wide A
Email means? Email oll wel? Electronic Mail Easy Mail Extra Mail End Mail A
Which is browser? WBRR 53 87 Google Chrome Yahoo Gmail B
Which is search engine? U ARt 8% 87 Chrome Google Firefox Opera B
URL stands for? URL o] H\Q‘l ollH? Uniform Resource Universal Resource Link (Unigue Record Locator |Uniform Record Link A
Locator

HTML is? HTML %j 87 Programming language [Markup language (O] Software B
Antivirus used for? odleta Aol GUAL? Security Typing Storage Calculation A
Firewall used for? gl Aol GUALOL? Security Typing Processing Storage A
Which is hardware? sl8AR 53 87 Mouse Windows Linux MS Word A
Which is software? A2 AR 53 87 Keyboard Monitor Windows Mouse C
Cache memory is? %9l A3l %j 87 Fast memory Slow memory Permanent External A
Which is primary memory? ylaMs AUl 56 82 Hard Disk RAM cD Pen Drive B
Which unit performs 2RLAR 58 Y2 52 B2  |ALU cu RAM ROM A
calculations?

CU stands for? cud LLQ‘[ ollH? Control Unit Central Unit Computer Unit Core Unit A
Bit means? Bit %j 87 Binary Digit Byte Block Band A
Byte =7 1Byte="? 4 bits 8 bits 16 bits 32 bits B
1MB=7? 1 MB 52C KB? 1000 1024 512 2048 B
Which is 0S? WUl Reu 58 B2 |Windows MS Word Paint Excel A
Linuxis? Linux %j 7 Application Hardware Operating System Device C
MS Word 2016 is a type of? MS Word 2016 8l HSROj System software Application software Utility software Programming B

mseae 897 software
MS Word is used for? MS Word oll GuallaL all Typing documents Calculations Presentations Browsing A
HIR Ul B?

Default file extension of Word  |Word 2016 $L8Clo] Bslce |.txt .doc .docx .pdf C
2016? A s oot 9 B2

Shortcut for Save? Save HI2 2lese Sl 585 872 [Ctri+C Ctrl+S Ctrl+V Ctrl+P B
Shortcut for Print? Print 12 20ese Sl 585 87 |Ctrl+S Ctrl+0 Ctrl+P Ctrl+N C




Shortcut for Copy? Copy H(2 alese Slo Ctri+X Ctri+V Ctri+C Ctrl+Z C

Shortcut for Paste? Paste HL2 282 $l? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A

Shortcut for Cut? Cut M2 2ese Slo Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A

Bold shortcut key? Bold HI2 20ése Sl2 Ctrl+B Ctrl+l Ctrl+U Ctrl+L A

ltalic shortcut key? Italic HI& 2Wese $l? Ctrl+B Ctrl+U Ctrl+| Ctrl+E C

Underline shortcut key? Underline H12 20és2 $l?  |Ctr+B Ctrl+U Ctrl+l Ctrl+L B

Alignment left shortcut? Left alignment 2 20&827 |Ctrl+L Ctrl+R Ctrl+E Ctrl+) A

Alignment center shortcut? Center alignment Hl2 Ctrl+E Ctri+L Ctr+R Ctrl+) A
Aese?

Alignment right shortcut? Right alignment H(2 Ctrl+R Ctrl+E Ctri+L Ctrl+) A
Aes2?

Justify alignment shortcut? Justify alignment HL2 Ctrl+) Ctri+L Ctr+R Ctrl+E A
Aese?

MS Word is developed by? MS Word Slotl gl2L Google Apple Microsoft IBM C
wlollall?) 827

Page orientation types? Page orientationell USlR B
Secll 87

Which is NOT orientation? Orientation ot¢[l 532 Portrait Landscape Vertical Horizontal C

Headeris? Header %j 87 Top margin area Bottom margin area Side margin Center text A

Footeris? Footer %j 87 Top margin Bottom margin Side margin Text body B

MS Word 2016 is a type of? MS Word 2016 8l HSROj System software Application software Utility software Programming B
mseae 897 software

MS Word is used for? MS Word oll GuallaL all Typing documents Calculations Presentations Browsing A
U2 Ul B?

Default file extension of Word ~ |Word 2016 $L8Clo] Bslce |.txt .doc .docx .pdf C

2016? A oot 9 B2

Shortcut for Save? Save HI2 2lese Sl 585 82 [Ctri+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print 12 20es2 Sl 585 87 |Ctrl+S Ctrl+0 Ctrl+P Ctrl+N C

Shortcut for Copy? Copy H(2 alese Slo Ctri+X Ctri+V Ctri+C Ctrl+Z C

Shortcut for Paste? Paste HL2 282 $l? Ctrl+V Ctrl+C Ctrl+X Ctrl+A A




Shortcut for Cut? Cut M2 2lese Slo Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A

Bold shortcut key? Bold HI2 20ése Sl2 Ctrl+B Ctrl+l Ctrl+U Ctrl+L A

ltalic shortcut key? ltalic HI& 2Wese $l? Ctrl+B Ctrl+U Ctrl+| Ctrl+E C

Underline shortcut key? Underline H12 20&s2 $l?  |Ctr+B Ctrl+U Ctrl+l Ctrl+L B

Alignment left shortcut? Left alignment 2 20&827 |Ctrl+L Ctrl+R Ctrl+E Ctrl+) A

Alignment center shortcut? Center alignment Hl2 Ctrl+E Ctri+L Ctr+R Ctrl+) A
Aese?

Alignment right shortcut? Right alignment H(2 Ctrl+R Ctrl+E Ctri+L Ctrl+) A
Aese?

Justify alignment shortcut? Justify alignment HL2 Ctrl+) Ctri+L Ctr+R Ctrl+E A
Aes2?

MS Word is developed by? MS Word Slotl gl2L Google Apple Microsoft IBM C
collall?] B2

Page orientation types? Page orientationell USslR B
Secll 87

Which is NOT orientation? Orientation ot¢[l 532 Portrait Landscape Vertical Horizontal C

Headeris? Header %j 87 Top margin area Bottom margin area Side margin Center text A

Footeris? Footer %j 87 Top margin Bottom margin Side margin Text body B

MS Word 2016 is a type of? MS Word 2016 8l HSROj System software Application software Utility software Programming B
mseae 897 software

MS Word is used for? MS Word oll GuallaL all Typing documents Calculations Presentations Browsing A
HIR Ul B?

Default file extension of Word ~ |Word 2016 $L8Clo] Bslce |.txt .doc .docx .pdf C

2016? A oot 9 B2

Shortcut for Save? Save HI2 2lese Sl 585 82 [Ctri+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print HL2 2082 Sl 585 87 |Ctrl+S Ctrl+0 Ctrl+P Ctrl+N C

Shortcut for Copy? Copy H(2 alese Slo Ctri+X Ctri+V Ctri+C Ctrl+Z C

Shortcut for Paste? Paste HL2 282 512 Ctrl+V Ctrl+C Ctrl+X Ctrl+A A

Shortcut for Cut? Cut M2 2ese Slo Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A

Bold shortcut key? Bold HI2 20ése Sl2 Ctrl+B Ctrl+l Ctrl+U Ctrl+L A




ltalic shortcut key? ltalic HI& 2Wese $l? Ctrl+B Ctrl+U Ctrl+| Ctrl+E C

Underline shortcut key? Underline H12 20&s2 $l?  |Ctrl+B Ctrl+U Ctrl+l Ctrl+L B

Alignment left shortcut? Left alignment 2 20&827 |Ctrl+L Ctrl+R Ctrl+E Ctrl+) A

Alignment center shortcut? Center alignment Hl2 Ctrl+E Ctri+L Ctr+R Ctrl+) A
Aese?

Alignment right shortcut? Right alignment H(& Ctrl+R Ctrl+E Ctri+L Ctrl+) A
Aese?

Justify alignment shortcut? Justify alignment HL2 Ctrl+) Ctri+L Ctr+R Ctrl+E A
Aese?

MS Word is developed by? MS Word Slotl gl2L Google Apple Microsoft IBM C
wlollall?) 827

Page orientation types? Page orientationell USslR B
Secll 87

Which is NOT orientation? Orientation o[l 532 Portrait Landscape Vertical Horizontal C

Headeris? Header %j 87 Top margin area Bottom margin area Side margin Center text A

Footeris? Footer %j 87 Top margin Bottom margin Side margin Text body B

MS Word 2016 is a type of? MS Word 2016 82l HSROj System software Application software Utility software Programming B
mseae 897 software

MS Word is used for? MS Word oll GuallaL 2l Typing documents Calculations Presentations Browsing A
U2 Ul B?

Default file extension of Word ~ |Word 2016 $L8Clo] Bslce |.txt .doc .docx .pdf C

2016? A oot 9 B2

Shortcut for Save? Save HI2 2les2 Sl 585 872 [Ctri+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print 12 20es2 Sl 585 87 |Ctrl+S Ctrl+0 Ctrl+P Ctrl+N C

Shortcut for Copy? Copy H(2 alese Slo Ctri+X Ctri+V Ctri+C Ctrl+Z C

Shortcut for Paste? Paste HL2 282 512 Ctrl+V Ctrl+C Ctrl+X Ctrl+A A

Shortcut for Cut? Cut M2 2lese Slo Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A

Bold shortcut key? Bold HI2 20ése Sl2 Ctrl+B Ctrl+l Ctrl+U Ctrl+L A

ltalic shortcut key? Italic HI& 2Wese $l? Ctrl+B Ctrl+U Ctrl+| Ctrl+E C




Underline shortcut key? Underline H12 20ése Sl2  [ctrl+B Ctrl+U Ctrl+| Ctrl+L B

Alignment left shortcut? Left alignment Hl2 20522 |Ctrl+L Ctrl+R Ctrl+E Ctrl+) A

Alignment center shortcut? Center alignment He Ctrl+E Ctri+L Ctrl+R Ctrl+) A
Aése?

Alignment right shortcut? Right alignment HLe Ctrl+R Ctrl+E Ctri+L Ctrl+) A
Aése?

Justify alignment shortcut? Justify alignment HLe Ctrl+J Ctri+L Ctrl+R Ctrl+E A
Aése?

MS Word is developed by? MS Word Sletl gl3L Google Apple Microsoft IBM C
olollall’) 87

Page orientation types? Page orientationell US12 B
Secl 827

Which is NOT orientation? Orientation o[l $3? Portrait Landscape Vertical Horizontal C

Headeris? Header %j 87 Top margin area Bottom margin area Side margin Center text A

Footeris? Footer %j 87 Top margin Bottom margin Side margin Text body B

MS Word 2016 is a type of? MS Word 2016 Sl HSLQOj System software Application software Utility software Programming B
As2AR 872 software

MS Word is used for? MS Word oll ULt 2l Typing documents Calculations Presentations Browsing A
U2 AUl 7

Default file extension of Word  |{Word 2016 SLSGtoj @QC'C xt .doc .docx .pdf C

2016? A oot Y B2

Shortcut for Save? Save M2 2lése Sl 58 B2 [ctrl+C Ctrl+S Ctrl+V Ctrl+P B

Shortcut for Print? Print 112 20es2 Sl 585 B? [Ctrl+S Ctrl+0 Ctrl+P Ctrl+N C

Shortcut for Copy? Copy M2 2lése sl2 Ctrl+X Ctrl+V Ctrl+C Ctrl+Z C

Shortcut for Paste? Paste HI2 2lese 17 Ctrli+V Ctrl+C Ctrl+X Ctrl+A A

Shortcut for Cut? Cut HI2 20ése Slo Ctrl+X Ctrl+C Ctrl+V Ctrl+Z A

Bold shortcut key? Bold HL2 2llese sl7 Ctrl+B Ctrl+l Ctrl+U Ctrl+L A

ltalic shortcut key? ltalic H12 20es52 $17 Ctrl+B Ctrl+U Ctrl+l Ctrl+E C

Underline shortcut key? Underline H12 20ése Sl2  [ctrl+B Ctrl+U Ctrl+| Ctrl+L B




Alignment left shortcut? Left alignment Hl2 20522 |Ctrl+L Ctrl+R Ctrl+E Ctrl+) A

Alignment center shortcut? Center alignment He Ctrl+E Ctri+L Ctrl+R Ctrl+) A
Aes2?

Alignment right shortcut? Right alignment HLe Ctr+R Ctrl+E Ctri+L Ctrl+) A
Aes2?

Justify alignment shortcut? Justify alignment HLe Ctrl+J Ctri+L Ctrl+R Ctrl+E A
Aes2?

MS Word is developed by? MS Word Sletl gl3L Google Apple Microsoft IBM C
olollall’) 87

Page orientation types? Page orientationell US12 1 2 3 4 B
Secl 827

Which is NOT orientation? Orientation o[l $3? Portrait Landscape Vertical Horizontal C

Headeris? Header %j 87 Top margin area Bottom margin area Side margin Center text A

Footeris? Footer %j 87 Top margin Bottom margin Side margin Text body B

MS Excel 2016 is used for? MS Excel 2016 oll GU21loL Typing Calculation Presentation Browsing B
AL U2 AUl 7

Default file extension of Excel [Excel2016 SLSC{Oj [39.66 Xls XIsx .docx .pptx B

2016? A oot Y B2

Excelis developed by? Excel Slotl gl2L O{OﬂC{l&j Google Apple Microsoft IBM C
82

Worksheet is? Worksheet %j 82 Row Column Sheet File C

Workbook is? Workbook %j 87 Single sheet Multiple sheets Row Column B

Intersection of row and column?|Row &\ Column Hd{lal 9 |cell Range Sheet Box A
olol?

Active cell is? Active cell %j 8? Selected cell Row Column Sheet A

Rows are identified by? Rows 3¢l 3la 2 Numbers Letters Symbols Colors A
87

Columns are identified by? Columns 3<ll 3la Numbers Letters Symbols Colors B
Al 87

Maximum columns in Excel Excel 2016 Hl H&TH 256 1024 16384 65536 C

20167 columns 32C?

Maximum rows in Excel 2016? |Excel 2016 Hl H&TH rows 65536 1048576 16384 1024 B

seCcl?




Formula starts with? Formula 58 Raue{lell 23 [@ # = $ C
AlA B2

SUM function is used for? SUM function oll GUlloL? Average Total Count Maximum B

AVERAGE function is used for? |AVERAGE function oll Total Average Maximum Minimum B
Gullol?

COUNT function counts? COUNT function 9 oL Text Numbers Blanks Errors B

MAX function returns? MAX function %j w2 Smallestvalue Largestvalue Average Total B

MIN function returns? MIN function %j w? Largest Smallest Total Average B

IF function is? IF function %j 87 Logical Math Text Date A

Which is logical function? A®sA function sq 87 SUM IF AVERAGE MAX B

Chartis used for? Chartoll GUlloL 2L M2 |Calculation Graphical display Typing Printing B
AlA B2

Which is NOT chart type? Chart Usl2 ol Sej? Bar Pie Line Letter D

Cell address example? Cell address of GEL&WQ?  [1A Al AA 11 B

Range example? Range o GEL&WL? Al A1:A10 Row1 ColA B

Freeze Panesis used to? Freeze Panes @il GU2021? |Lock cells Freeze rows/columns [Delete data Format cells B

Filter is used to? Filter oll GUAL012 Sort data Display specific data Delete data Print data B

Sortis used to? Sort oll U212 Arrange data Delete data Hide data Copy data A

Which key edits cell? Cell edit 52cll 5¢ 512 F1 F2 F5 F7 B

AutoSum shortcut? AutoSum 20és2 $1? Alt + = Ctrl+S Ctrl+A Alt+F4 A

Pivot Table is used for? Pivot Table oll GUalloL? Typing Data analysis Chart Printing B

Conditional Formatting is used |Conditional Formatting ol Highlight data Delete data Sort data Protect sheet A

for? GuaAoL?

MS Excel 2016 is used for? MS Excel 2016 oll GU21loL Typing Calculation Presentation Browsing B
AL U2 AUl 7

Default file extension of Excel [Excel2016 SLSC{Oj [39.66 Xls XIsx .docx .pptx B

2016? A oot Y B2

Excelis developed by? Excel Slotl gl2L O{OﬂC{l&j Google Apple Microsoft IBM C
82

Worksheet is? Worksheet %j 82 Row Column Sheet File C




Workbook is? Workbook %j 87 Single sheet Multiple sheets Row Column B

Intersection of row and column?|Row e Column Hollal %j Cell Range Sheet Box A
olol?

Active cell is? Active cell %j 8? Selected cell Row Column Sheet A

Rows are identified by? Rows 3<l 3la 2 Numbers Letters Symbols Colors A
87

Columns are identified by? Columns 3<ll 3la Numbers Letters Symbols Colors B
Ao 872

Maximum columns in Excel Excel 2016 Hl H&TH 256 1024 16384 65536 C

20167 columns 52C1?

Maximum rows in Excel 2016? |Excel 2016 Hl H&TH rows 65536 1048576 16384 1024 B
52cl?

Formula starts with? Formula 58 Raue{lell 23 |@ # = $ C
AlA B2

SUM function is used for? SUM function oll GUlloL? Average Total Count Maximum B

AVERAGE function is used for? |AVERAGE function oll Total Average Maximum Minimum B
Gullol?

COUNT function counts? COUNT function 9 oL Text Numbers Blanks Errors B

MAX function returns? MAX function %j w2 Smallestvalue Largestvalue Average Total B

MIN function returns? MIN function %j w? Largest Smallest Total Average B

IF function is? IF function %j 87 Logical Math Text Date A

Which is logical function? A®sA function sq 87 SUM IF AVERAGE MAX B

Chartis used for? Chartoll GUlloL 2L M2 |Calculation Graphical display Typing Printing B
AlA B2

Which is NOT chart type? Chart Usl2 ol Sej? Bar Pie Line Letter D

Cell address example? Cell address o GEL&WQL?  [1A Al AA 11 B

Range example? Range o GEL&RWQL? Al A1:A10 Row1 ColA B

Freeze Panesis used to? Freeze Panes @il GU2021? |Lock cells Freeze rows/columns [Delete data Format cells B

Filter is used to? Filter oll GUAL01? Sort data Display specific data Delete data Print data B

Sortis used to? Sort oll U212 Arrange data Delete data Hide data Copy data A




Which key edits cell? Cell edit 52cll 5¢ 512 F1 F2 F5 F7 B

AutoSum shortcut? AutoSum 20és2 $1? Alt + = Ctrl+S Ctrl+A Alt+F4 A

Pivot Table is used for? Pivot Table oll GUalloL? Typing Data analysis Chart Printing B

Conditional Formatting is used |Conditional Formatting ol Highlight data Delete data Sort data Protect sheet A

for? GuloL?

MS Excel 2016 is used for? MS Excel 2016 oll GU21oL Typing Calculation Presentation Browsing B
AL U AUl 7

Default file extension of Excel [Excel2016 SLSC{Oj [39.66 Xls XIsx .docx .pptx B

2016? A oot Y B2

Excelis developed by? Excel Slotl gl2L O{OﬂC{l&j Google Apple Microsoft IBM C
82

Worksheet is? Worksheet %j 82 Row Column Sheet File C

Workbook is? Workbook %j 87 Single sheet Multiple sheets Row Column B

Intersection of row and column?|Row &\ Column Hd{lal 9 |cell Range Sheet Box A
olol?

Active cell is? Active cell %j 8? Selected cell Row Column Sheet A

Rows are identified by? Rows 3<l 3la 2 Numbers Letters Symbols Colors A
87

Columns are identified by? Columns 3<ll 3la Numbers Letters Symbols Colors B
Al 87

Maximum columns in Excel Excel 2016 Hl H&TH 256 1024 16384 65536 C

20167 columns 52C?

Maximum rows in Excel 2016? |Excel 2016 Hl H&TH rows 65536 1048576 16384 1024 B
52cl?

Formula starts with? Formula 58 Raue{lell 23 |@ # = $ C
Al 87

SUM function is used for? SUM function oll GUlloL? Average Total Count Maximum B

AVERAGE function is used for? |AVERAGE function oll Total Average Maximum Minimum B
Gullol?

COUNT function counts? COUNT function 9 oL Text Numbers Blanks Errors B

MAX function returns? MAX function %j w2 Smallestvalue Largestvalue Average Total B

MIN function returns? MIN function %j w? Largest Smallest Total Average B

IF function is? IF function %j 8? Logical Math Text Date A




Which is logical function? A®sA function sq 87 SUM IF AVERAGE MAX B

Chartis used for? Chartoll GUlloL 2L M2 |Calculation Graphical display Typing Printing B
AlA B2

Which is NOT chart type? Chart Usl2 ol Sej? Bar Pie Line Letter D

Cell address example? Cell address o GEL&WQ?  [1A Al AA 11 B

Range example? Range o GEL&WQL? Al A1:A10 Row1 ColA B

Freeze Panesis used to? Freeze Panes @il GU2021? |Lock cells Freeze rows/columns [Delete data Format cells B

Filter is used to? Filter oll GUAL012 Sort data Display specific data Delete data Print data B

Sortis used to? Sort oll U212 Arrange data Delete data Hide data Copy data A

Which key edits cell? Cell edit 52cll 5¢ 512 F1 F2 F5 F7 B

AutoSum shortcut? AutoSum 20és2 $1? Alt + = Ctrl+S Ctrl+A Alt+F4 A

Pivot Table is used for? Pivot Table oll GUalloL? Typing Data analysis Chart Printing B

Conditional Formatting is used |Conditional Formatting ol Highlight data Delete data Sort data Protect sheet A

for? GuaoL?

MS Excel 2016 is used for? MS Excel 2016 oll GU20loL Typing Calculation Presentation Browsing B
AL U AUl 7

Default file extension of Excel [Excel2016 SLSC{Oj [39.66 Xls XIsx .docx .pptx B

2016? A oot 9 B2

Excelis developed by? Excel Slotl gl2L O{OﬂC{l&j Google Apple Microsoft IBM C
82

Worksheet is? Worksheet %j 82 Row Column Sheet File C

Workbook is? Workbook %j 87 Single sheet Multiple sheets Row Column B

Intersection of row and column?|Row &\ Column Hd{lal 9 |cell Range Sheet Box A
olol?

Active cell is? Active cell %j 87 Selected cell Row Column Sheet A

Rows are identified by? Rows 3¢l 3la 2 Numbers Letters Symbols Colors A
827

Columns are identified by? Columns 3<ll 3la Numbers Letters Symbols Colors B
Ao 872

Maximum columns in Excel Excel 2016 Hl H&TH 256 1024 16384 65536 C

20167

columns 32CL?




MS PowerPoint 2016 is used MS PowerPoint 2016 il Typing Presentation Calculation Browsing
for? GuAL AL HI Ul 7
PowerPoint file extension? PowerPoint SLESGtcj .docx Xlsx .pptx xt
Aot 9 B2
PowerPoint is developed by? PowerPoint Sloll GL2L Google Apple Microsoft IBM
collelld) B2
Slide is? Slide %j 82 Page Document Presentation screen Workbook
New slide shortcut key? New Slide HI& 20e82 Sl2  |Ctr+N Ctrl+M Ctrl+S Ctrl+P
Start slide show shortcut? Slide Show 213 scllofl F2 F5 F7 F9
Aése $l?
Normal view shows? Normal view Hl 9 EWlll?  [Slides only Slides + notes Editing view Print view
Which view is for printing? Printing U sA view®?  |[Normal Slide Sorter Reading Print
Slide Sorter view is used for? Slide Sorter view oll Editing text Rearranging slides Printing Animation
GuaoL?
Notes Page is used for? Notes Page ol GUAoL? Audience notes Presenter notes Design Animation
Which tab is used to add Animation GR2cll 520 tab? [Home Insert Animations Design
animation?
Transition is applied to? Transition =l LI ud 87 |Text Object Slide Chart
Animation is applied to? Animation &2l 9| usd 87 |Slide Object Page Theme
Which tab is used to insert Picture insert $2cll 2l Home Insert Design View
picture? tab?
Which tab is used to change Theme HEA AL S0 tab? Home Insert Design View
theme?
Slide layout defines? Slide layout %j ossl $2 827 Textonly Object position Design Animation
Duplicate slide shortcut? Duplicate slide X1 20&$2? |Ctrl+D Ctrl+C Ctrl+V Ctrl+M
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